
Tracking your IT 
Issues and Requests



Tracking your IT Issue or Request

• Once you have submitted an issue you can easily 
track it through its completion.

• Ways to track your reported IT issue or Request:
• Confirmation email

• ITSD Service Portal home page



Tracking your IT Issue or Request
• Confirmation email

• Anytime an incident or request is logged by you or 
for you, an email will be sent to you.

• To track your issue or request, simply click the link 
within the email as shown below.



Tracking your IT Issue or Request
• ITSD Service Portal home page

• Your currently open Issues and Requests are separated to 
make them even easier to find.

• To track your IT Issue that you have submitted, simply click the 
number next to “My Incidents”

• To track your Requests, simply click the number next to “my 
Requests”

• Choose the specific issue or request you are wanting to track 
from the list by clicking on it.



Tracking your IT Issue or Request
• From the same screen you can also:

• View notes 

• View current status of a ticket



Tracking your IT Issue or Request
• From this screen you can do the following actions by 

clicking the corresponding buttons:
• Add Comments

• Sends a message to the Technician/Team your incident or 
request is assigned to

• Attach Files
• Withdraw your Incident/Request


